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STATEMENTS OF FUNCTIONS
Administrative Staff
Logisties Office

Assist and advise the Chief and Veputy Chief of the Logistics Office,

-and-staff-and line officials in “lis development, application, and

roview of all administrative activities of the Office such as personnel,

budget, processing of gensral end classified mail, Top Secret Control,
Bpace. control, contrel of office equipment, and supplies and services,

In cooperation with the Loglatics Career Service Board, formlate
internal personnel and training policies. :

Bevelop implemsntation of personnel requirements, and conduet routine
personnel functions involving the review, recording, and preparation
and disposition of personnel forms and records.,

Dovelop persomnel training requirements for the Logisties Uffice,
assist in the formulation of logistics training programs and courses
and schedule Logistica OfPice personnel for training.

Conduct liaison with the Persomnel OFfice and the Office of Training

-in the development of persomnel and training ‘policies and procedures

consistent with &geney‘ policies and procedures.
Administer the logisties 0ffice records management program.

Administer centralized mail room, document registry, commmications
distribution and pickup, and classified material control function.

'Advisa in the preparation of staff and division budget estimates,
" consolidate and coordinate snnual budget requests and Justifications,

prepave overall budget estimates, and Justifications, for the review
of Chief of Logistics, and assist the Chief in presentation of budget
material at Comptreller shearings.,

Assist the Ohief, Logistics, in the development of Logistics Office
budget and fiscal policies. )

¥aintain & gystem of -internal allotment and expenditure of funds and
supply information regarding the availability of funds for logistics
Office programs, projects and activities.

Develop and control procedures governing Logistics Office regulatory
issvances.,

Improve existing logistics Procedures and develop and ensure the imple—
mentation of new and revised proceduray,

Provide assistance to line and staff officials in the preparation of
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Logistics Office Instructions or Agency regulations.
f y utilization of
o and anslyze operational efficiency, effective »
. yzggiﬂnal and izecogiaboratian with OGN Cervice, organization, for
‘vecommendations for improvement in these fields.

15. Fvaluste logistics employee suggestions.
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STATREERE «F FUNCTIONS
Hsnagement and Fiseal Branch
Admipistrative Staff
Loglstics Cffice

Asnist officlals of the logistics (€fice in administrative mattars.

kssist in formilation &nd issuance of internel administrative ani fise
sl pelieiss and in the dnvaloprent and implementation of sweh policies.

irovide s centralised mail and document contrel functl f:m* including
logging, pouching, destruelion of top secrot saterial and maintenance
of supporting records.

Conduct studies snd snalyses of propesed and existing organizationsl
work progedures, methods, fonctions and abilisation of persomnel, epsca,
work flow and relaied sspects of management within the logistios Hfice
te determine offsctlvencss of operations, adequacy avd clarity of proe-
cedures and conformsnce to sstablished authority.

Develop, contrul issuance, and assure implementetion of procadures in the
areas of personnel, budget, processing of mall and registered documents,
space contrel, allocatlion of parking speces, the furnishing of office
aquipmand, supplies snd serviees and such cother sdministrative sevvices
az may be necessary within the leglistics ffioce.

Cellsborate with &% Servie- in the development of affsctive orgs: isaw
tinnal petterns for the Togistics ffice.

Provide siivice and sssisiance to logistics (MTice compononis in the
preparation, coordination and publication of /gency regilatory lssuances
initiated or coordinated through such Logisties Offier somponents.

frovide control acd evaluation of logistics =mployes sugzesti-ns.

imvslep and administer the records magemm program of the logisties
ﬂff&m including thr control of records creation, maintenance and 4isposal,.

feliver, sort,; and pick up all incomlng end Qnt@aing sorregpondence and
commurilvations on a regular schedule and by speclal messonger,

Mpintain lilrs of internal diresciives, delegaticns of authority, instruce
tions, notices and provides information on those fllee,

(btain budgel estimat g fron 1. ne and staff officers and advises such
officers of ihe proper form, conbtent and other detalls involved im the
preparvation «f estimetes.
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Conavlidate budget estimates into sn oversll astimate in accordence
with Comptrellerts ffice instructions.

soordinate proposed budget with the Comptroller's {fice and effect
revisions 5§ NECESERYY.

Brief the Chief, Togistics on all aszpects of the tudget estimate prior
$o Lomptroller budget hesrings and sssist in the presentation of
Justifications at such hosrings.

Saintain records of Comptrollerts wonthly vepuri: of allotments and
sxpanditures within the logisties OfTice and advise Line and staff
ehiefs of the status of quarterly allotuwents,

Prepare staff studi s, &s hecessary, requesting sddl tional funds for
 presentation to the Comptroller's ffice.

feview travel orders, T/0's or T/0 revislons for funds allotied &o
staffs and dvisisne and recomwends approval or disepproval on the
bagis of funds avallable,

¥alntain recerds of Comptroller, Pureau of the Dudgst, and other re-
quivemonts affecting budgetary matters.

Requast vods designations fyom RI mnd zaintain rocords of ¢ode desige
nations by numerical oross ilndex.
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STATFMFRT OF PUNCTIONS
BERGONNEL AND TRAIEIRG BRANCH
ADMINISTEATIVE ETAFF
LOGIZTICR (FFICE

tevelop & progrsm of personce! pslicles, edmini stration and traine
img for the Office of logistice within the frarework of established
CIA personnet policies and regulations. ‘

Serve ss Tersonnel Tvaluation Officer for this Uffice and provide ed-
vice snd assistance to surervisors and employees in 811 sspacts of
personnal evaluet!on.

Advige stalf and division officiale on all phapss of perscnnel and
training problems.

Cooperste with 1ine snd steff officisls to determine T/0's, clasees
and types of persomnel required, and recomnend slotting of personnel.

¥aintainance of current information snd stetus of T/0's and Position
Inventory Tecords.

Servicipg end sucport of logietics Office Career “ervice Board by
8. Providing secretariat.
b. Providing advance informetion on returning personnel.

cs Providing suwmmary informntion on mambers, gredes, detes of grades,
1necation, etc., of pergonnosl by carser category.

4. M¥pintaining a roster of logistice nersonnel availavle for over-
EBRS Barvioe. .

e. VYainteining comircl snd follewsup on application of treining
presoribed by Career Sorvice Board fotions.

f. Preparation and processing of 8P=52, Hequest for “ersonnel Actlon,
and such other support'ng papers £8 pay be rocaired to sccomplish pere
gonnel actions and wmaintein rurrent informstion on etatus of such
sctions,.

g+ Provide technicsl sdvice on all problems of personnel or training.

7. Friaf empluyess Lrior Lo oversasre noyenah.
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Review Personsl History f’ftatamxits, other data, =nd interview
prospactive employees for referrsl to arpropriaste staffe or
divisions.

Correspond with elements of the Logistics Office, headquarters
and fisld, on ratters of personnel and training, policy interpre-
tation and procedural instruction.

Sgresn, control, and initiste personnel sction requests.

Tayve as employee coungellor for the logisties Officed

Determine training requirements for technicsl logistics treining
for personnel of the logistice Office and other Offices of the
Agency desling with lopisticel matters and colleborate with the
0ffice of Treining to develop appropriate trsining methods, stend-
arde, facilities »n:i courssas to £111 these requirements.

Maintain training rosters and schodule individuale for prescribed

farve ep onnsultent to tre Director of Training on the status =nd
effectivencae of logistice training programsciccese

Condugt those courseoe in logistics operations which sre to be pro-
vided by the Logistice Uffice,

-F -
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STATEMENT CF FUNRCTIONS
SECURITY BRANCH
ADHINISTRATIVE BTAFF
LOGISTICS OFFICE

This functlon reporie directly to the Chief of Logistics but is placed on
the Administrative ftaff only for purpeses of Administretive support such
& space and clerical arsistance.

Under the technicel guldance of the Seexrity Office end within the !ramé;-‘
work of established CIA gecurity policies, regulations, and procedures:

1. Advise logistics Office personnel mgaming security measures
necessary in dally operations and sdministrstion. ' ,

2. Cenfer with the Securits Office on 21l 'Logi'stias Office security
metters affecting /pency-wide security roliey.

3e Reeommond *be the Jecurity Dffice desirable CT4 security policies
os related fo Leglstics Office operations.

ke Coordinate with the Security Offiee on sscurit; violations or com-
promiges lnwvolving the Yopletice DfPice ang tske action as directed by the
Securtty Office. '

S« Prepare internsl security directives and notices, subject to the
approvel of the Chief, Logietics, snd the Security Office.

6+ Submit periodic reports to the Security Office on gsecurity actie
vities in logistice Office,

T+ Conduct pre-contract and im-progress inspections of contrsctors?
plants, werehouscs, and facilities to cetermine that security facilities
-are sdequate for production of sensitive materisls and that security measures
are properly enlorced.

8, ﬁoriduct pre~cantract pecurity briefings in relstion to clsesified
contracte and sdvise contractors in security mebters.

92+ Conduct liaison with the Security Office in all matters relating
to clsasified contracts, enforcement of scourity messures at production
sites, and svecial security inepections and investigations relsting to
R & D contracts.

0. Tnspect present and proposed Logistica Office field instzllations
for adegquate mecurity sdminisiration and advise field personnel on
security matiers.
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11, Conduet special security studies in Toglistice OUffice sg re-
guested by the Chief and Yy the Security Office,

12, Confer with the Security Office regarding sll security mstters of
a non-routine ngture affecting the logistics Office,
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